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ing new  problems  in  personnel  management  since 


the  signing  of  the  armistice  reversed  the  process 
of  handling  soldiers  and  turned  the  attention  of  per- 
sonnel adjutants  from  receiving  to  discharging  enlisted 
men. 

The  new  work  has  brought  with  it  close  relations 
with  representatives  of  the  Federal  Employment  Serv- 
ice and  has  necessitated  instructing  the  soldiers  being 
discharged  as  to  employment  possibilities. 

The  new  phases  of  the  work  are  so  closely  related  to 
the  general  field  of  personnel  management  that  the 
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relations  with  the  Federal  Employment  Service  and 
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Webb,  Sidney,  Problems  of  Modern  Industry.  New  York, 
Longmans,  Green  &  Co.,  1913. 
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Wabash  Avenue,  Monthly,  $3.00. 

Industrial  Management,  Engineering  Magazine  Co.,  New 
York,  6  East  39th  Street,  Monthly,  $3.00. 

Journal  of  the  American  Institute  of  Architects,  Washington, 
D.  C.  (The  Octagon),  Monthly,  $5.00. 

Journal  of  Applied  Psychology,  Clark  University,  950  Main 
Street,  Worcester,  Mass.,  Quarterly,  $4.00. 

Nation's  Business,  Chamber  of  Commerce  of  the  United 
States,  Washington,  Riggs  Building,  Monthly,  $2.00. 

Monthly  Labor  Review,  U.  S.  Bureau  of  Labor  Statistics, 
Washington,  D.  C,  Monthly.  Also  the  series  of  Bulle- 
tins published  by  this  Bureau. 

National  Association  of  Corporation  Schools,  Bulletins  and 
Reports  of  Proceedings,  New  York,  105  East  15th  Street, 
Irregular. 

National  Housing  Association  Publications,  New  York,  105 

East  22d  Street,  Irregular. 
100% — One  Hundred  Per  Cent  Efficiency  Co.,  Chicago,  327 

South  La  Salle  Street,  Monthly,  $2.00. 
Personnel — The  Employment  Managers'  Bulletin,  Organ  of 

the  National  Association  of    Employment  Managers, 

Orange,  N.  J.,  Irregular. 
Quarterly  Journal  of  Economics,  Harvard  University  Press, 

Cambridge,  Mass.,  Quarterly,  $3.00. 
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try Involved. 

Vocational  Summary,  Federal  Board  for  Vocational  Educa- 
tion, Washington,  601  E  Street  N.W.,  Monthly,  Free. 

SECTION  C 
Topical  Outline  of  Personnel  Management 

I.    The  Industrial  Background  of  Today. 

There  are  treated  in  this  section  the  essential  ele- 
ments and  conditions  of  modern  industrial  life  which 
Personnel  Managers  must  consider  in  determining  a 
broad  gauge  industrial  policy  involving  the  larger 
social  and  political  issues. 

A.  Industrial  Civilization.  The  development  of  machine 
processes,  rapid  industrial  expansion  and  consequent 
social  changes  are  the  distinguishing  characteristics 
of  life  in  America,  Western  Europe  and  Japan. 

Adams,  H.  C. — Description  of  Industry.  New 
York,  H.  Holt  &  Co.,  1918. 

Ashley,  W.  J. — The  Economic  Organization  of 
England.  New  York,  Longmans,  Green  &  Co., 
1914. 

Cooke-Taylor,  R.  W. — The  Factory  System.  Lon- 
don, Methuen  &  Co.,  1894. 

Cooke-Taylor,  R.  W. — Introduction  to  a  History 
of  The  Factory  System.  London,  R.  Bentley 
&  Son,  1886. 

Garton  Foundation — The  Industrial  Situation 
After  the  War.  London,  Harrison  &  Sons, 
1916. 

Gibbins,  H.  DeB. — Industrial  History  of  England. 
London,  Methuen  &  Co.,  1902. 
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Groat,  G.  G. — Organized  Labor  in  America,  Chap. 
IV,  pp.  58-70.   New  York,  Macmillan  Co.,  1916. 

Hobson,  J.  A. — The  Evolution  of  Modern  Capital- 
ism.   New  York,  C.  Scribner's  Sons,  1917. 

Hamilton,  W.  H. — 'Current  Economic  Problems, 
Chicago,  University  of  Chicago  Press,  1915. 

McGregor,  D.  H. — The  Evolution  of  Industry. 
New  York,  H.  Holt  &  Co.,  1912. 

McVey,  F.  L. — Modern  Industrialism.  New  York, 
D.  Appleton  &  Co.,  1904. 

Marshall,  L.  C— Readings  in  Industrial  Society. 
Chicago,  University  of  Chicago  Press,  1918. 

Meredith,  H.  O. — Outlines  of  the  Economic  His- 
tory of  England.  London,  I.  Pitman  &  Sons, 
1908. 

Perris,  G.  H. — The  Industrial  History  of  Modern 
England.    New  York,  H.  Holt  &  Co,  1914. 

Webb,  Sidney — Industrial  Democracy,  pp.  392-429. 
New  York,  Longmans,  Green  &  Co,  1917. 

B.  Class  Consciousness  and  Unrest.  Modern  production 
methods  have  developed  distinctions  between  owners 
and  users  of  machines  and  more  or  less  opposing 
groups  of  capital  and  labor  have  arisen. 

British  Labor  Party — Labor  and  the  New  Social 
Order  Supplement,  February,  1918.  New  Re- 
public, New  York,  421  West  21st  Street,  New 
York  City,  1918. 

Brooks,  J.  G. — The  Social  Unrest.  New  York, 
The  Macmillan  Co,  1903. 

Cole,  G.  D.  H.— The  World  of  Labor.  London, 
G.  Bell  &  Sons,  1913-1914. 

Cole,  G.  D.  H. — Self  Government  in  Industry. 
London,  G.  Bell  &  Sons,  1917. 

Kirkup,  T. — History  of  Socialism:  London,  A.  and 
C.  Black,  1906. 

Mitchell,  John — The  Wage  Earner  and  His  Prob- 
lems.   Washington,  P.  S.  Ridsdale,  1913. 

President's  Mediation  Commission  Report.  Wash- 
ington, Government  Printing  Office,  1918. 

Marx,  K. — Wage,  Labor  and  Capital.  New  York, 
New  York  Labor  News  Co,  1902. 

U.  S.  Bureau  of  Labor  Statistics,  Industrial  Unrest 
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in  Great  Britain,  Bulletin  237,  pp.  229-235,  U.  S. 
Bureau  of  Labor  Statistics.    Washington,  Gov- 
ernment Printing  Office,  1918. 
Wells,  H.  G.— New  Worlds  for  Old.    New  York, 
The  Macmillan  Co.,  1908. 

C.  Combinations  in  Business.  Owners  of  businesses  tend 
to  combine  to  secure  the  advantages  of  group  action 
and  control. 

Ashley,  W.  J.  —  The  Economic  Organization  of 
England.  New  York,  Longmans,  Green  &  Co., 
1914. 

Brandeis,  L.  D. — Other  People's  Money  and  How 

the  Bankers  Use  It.    New  York,  Frederick  A. 

Stokes  Co.,  1914. 
Conyngton,  T. — The  Modern  Corporation.  New 

York,  The  Ronald  Press,  1910. 
Cunningham,  W. — The  Progress  of  Capitalism  in 

England.      London,     Cambridge  University 

Press,  1916. 

Davenport,  H.  J. — The  Economics  of  Enterprise. 
New  York,  The  Macmillan  Co.,  1913. 

Hamilton,  W.  H. — Money  and  Capital  Accumula- 
tion in  Moulton,  H.  G. — Money  and  Banking. 
Chicago,  University  of  Chicago  Press,  1916. 

Haney,  L.  H. — Business  Organizations  and  Com- 
binations. New  York,  The  Macmillan  Co., 
1914. 

Lough,  W.  H.,  and  Field,  F.  M. — Corporation  Fi- 
nance. New  York,  Alexander  Hamilton  Insti- 
tute, 1916. 

Macgregor,  D.  H. — Industrial  Combinations.  Lon- 
don, G.  Bell  &  Sons,  1906. 

Marshall,  L.  C. — Readings  in  Industrial  Society. 
Chicago,  University  of  Chicago  Press,  1918. 

The  Pujo  Committee — Report  of  the  Committee  to 
Investigate  the  Concentration  of  Control  of 
Money  and  Credit.  Washington,  Government 
Printing  Office,  1913. 

Sombart,  W». — The  Quintessence  of  Capitalism. 
New  York.  E.  P.  button  &  Co.,  1915. 

Small,  A.  W. — Social  Gradations  of  Capital,  Amer- 
ican Journal  of  Sociology,  May,  1914. 
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Stevens,    W.    S. — Industrial    Combinations  and 
Trusts.    New  York,  The  Macmillan  Co.,  1914. 

D.  Combinations  of  Labor.  Labor  becoming  conscious 
of  its  own  interests,  as  distinct  from  those  of  owners, 
tends  to  organize. 

Commons,  J.  R.,  Andrews,  J.  B.,  and  others — His- 
tory of  Labor  in  the  United  States.  New  York, 
The  Macmillan  Co.,  1914. 

Groat,  G.  G. — Organized  Labor  in  America.  New 
York,  The  Macmillan  Co.,  1916. 

1.  Trade  Unions.    Organizations  including  mem- 

bers of  the  same  trade  in  different  industries. 

Adams,  T.  S.,  and  Summer,  H.  L. — Labor  Prob- 
lems.   New  York,  The  Macmillan  Co.,  1905. 

American  Federation  of  Labor — Report  of  Pro- 
ceedings of  38th  Convention,  St.  Paul,  1918. 
Washington,  9th  Street  and  Massachusetts 
Avenue  N.W.,  1918. 

Carlton,  F.  T. — History  and  Problems  of  Organ- 
ized^ Labor.  Boston  and  New  York,  D.  C. 
Heath  &  Co.,  1911. 

Hoxie,  R.  F. — Trade  Unionism  in  the  United 
States.    New  York,  D.  Appleton  &  Co.,  1916. 

Marot,  Helen — American  Trade  Unions.  New 
York,  H.  Holt  &  Co.,  1914. 

Mitchell,  John — Organized  Labor.  Philadelphia, 
American  Book  and  Bible  House,  1903. 

Rand  School — American  Labor  Year  Book.  New 
York,  Rand  School  of  Social  Sciences,  1918. 

Webb,  Sidney — History  of  Trade  Unionism.  New 
York,  Longmans,  Green  &  Co.,  1911. 

Webb,  Sidney — Industrial  Democracy.  New  York, 
Longmans,  Green  &  Co.,  1914. 

Wolman,  Leo  —  The  Extent  of  Trade  Unionism, 
Vol.  69,  pp.  118-127,  January,  1917.  Annals  of 
the  American  Academy  of  Political  and  Social 
Science.  West  Philadelphia,  36th  and  Wood- 
land Avenue,  1917. 

2.  Industrial  Unions.    Organizations  including  all 

the  trades  in  the  same  industry. 
Brooks,  J.  G. — American  Syndicalism.  New  York, 
The  Macmillan  Co.,  1913. 
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Bruere,  R.  W.— The  I.  W.  W.,  Harper's  Monthly, 
July,  1918. 

Bruere,  R.  W. — Following  the  Trail  of  the  I.  W. 

W.    Pamphlet  reprint  of  articles  in  New  York 

Evening  Post,  1917. 
Hoxie,   R.   F. — Trade   Unionism   in   the  United 

States,  Bibliography,  pp.  174-176.    New  York, 

D.  Appleton  &  Co.,  1917. 
Orage,  A.  R. — National  Guilds.    London,  G.  Bell 

&  Sons,  1914. 
Parker,  C.  H. — The  I.  W.  W,  Atlantic  Monthly, 

November,   1917.     Boston,  Atlantic  Monthly 

Co.,  41  Mt.  Vernon  St.,  1917. 
Penty,  A.  J. — Old  Worlds  for  New.    London,  G. 

Allen  and  Unwin,  1917. 

E.  Collective  Agreements.  Collective  agreements  be- 
tween employers  and  employees  through  their  respon- 
sible agents  determine  wage  rates  and  working  con- 
ditions and  in  some  instances  question  of  general 
management.  (See  also,  Place  of  Employees  in  Or- 
ganization, Sec.  I  F-2 — and  Industrial  Relations,  Sec. 
XII.) 

Bassett,  W.  R. — Where  a  Committee  is  the  Boss. 
Factory,  November,  1917,  pp.  705-707.  Chi- 
cago, Madison  Street  and  Wabash  Avenue. 

Cadbury,  E. — Experiments  in  Industrial  Organiza- 
tion. New  York,  Longmans,  Green  &  Co., 
1912. 

Emmet,  Boris — Trade  Agreements  in  the  Woman's 
Clothing  Industries  of  Philadelphia,  January, 
1918.  Monthly  Review  U.  S.  Bureau  of  Labor 
Statistics.  Washington,  Government  Printing 
Office. 

Fitch,  John  A. — Making  the  Bargain,  Survey,  De- 
cember 15,  1917.  New  York,  Survey  Asso- 
ciates, Inc.,  112  East  19th  Street,  1917. 

Hoagland,  H.  E. — Collective  Bargaining  in  the 
Lithographic  Industry  of  New  York.  New 
York,  Longmans,  Green  &  Co.,  1917. 

Hoagland,  H.  E. — Wage  Bargaining  on  the  Vessels 
of  the  Great  Lakes.  Urbana,  III.,  Universitv 
of  Illinois,  1917. 
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Hoxie,  R.  F. — Trade  Unionism  in  the  United 
States,  Chap.  X,  New  York,  D.  Appleton  & 
Co.,  1917. 

New  Republic  (Editorial) — Government  as  an  Em- 
ployer, July  6,  1918.  New  York,  The  New  Re- 
public, 421  West  21st  Street. 

U.  S.  Bureau  of  Labor  Statistics.  Industrial  Court 
of  the  Cloak,  Suit  and  Skirt  Industry  of  New 
York  City,  Bulletin  No.  144.  Washington  Gov_ 
ernment  Printing  Office. 

Valentine,  R.  G.,  and  Tead,  Ordway — Work  and 
and  Pay,  Quarterly  Journal  of  Economics,  Feb- 
ruary, 1917,  pp.  241-258. 

Webb,  Sidney — Industrial  Democracy,  Chap.  11. 
New  York,  Longmans,  Green  &  Co.,  1914. 

Winslow,  C.  H. — Collective  Agreements  in  the 
Men's  Clothing  Industry,  Bulletin  198,  U.  S. 
Bureau  of  Labor  Statistics.  Washington,  Gov- 
ernment Printing  Office,  1916. 

F.  Business  Organization. 

1.  Functionalized  Operation.  Large  concerns  tend 
to  divide  operations  into  specialized  functions. 
(See  also  Scientific  Management,  Section  I-G.) 
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gation are  approaching  standardization. 
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19 


IL    THE  PERSONNEL  MANAGER 


C.  Mathematical  and  Graphic  Presentation  of  Findings. 

(Statistics.)  The  Employment  Manager  needs  to 
know  statistics  and  graphic  presentation  so  that  he 
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methods  applied  to  current  records  should  furnish  a 
continuous  picture  of  the  employment  situation  in 
his  plant. 
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Andrews,  J.  B. — Physical  Examination  of  Em- 
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Ayres,  L.  P. — Psychological  Test  in  Vocational 
Guidance,  Vocational  Guidance,  Bureau  of 
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also  Bulletin  No.  E.  128.  Russell  Sage  Foun- 
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Cory,  T.  K. — Selection  and  Development  of  Em- 
ployees, Conference  of  Employment  Man- 
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of  Labor  Statistics,  Bulletin  202,  pp.  42-44. 
Washington,  Government  Printing  Office, 
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Gardner,  H.  L. — Psychological  Tests,  Proceedings 
Conference  of  Employment  Managers'  Asso- 
ciation, Boston,  1916,  U.  S.  Bureau  of  Labor 
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ton, Government  Printing  Office,  1916. 

Hollingworth,  H.  L. — Specialized  Vocational 
Tests  and  Methods,  School  and  Society,  June 
22d,  pp.  918-922.  Garrison,  N.  Y.,  The  Sci- 
ence Press,  1915. 

Jarrett,  Mary  C. — Psychopathic  Employee — A 
Problem  in  Industry,  Medicine,  September, 
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Kemble,  W.  F. — Choosing  Employees  by  Test. 
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New  York,  Engineering  Magazine  Co.,  6  East 
39th  Street,  1917. 
Kitson,  H.  D. — Psychological  Tests  and  Voca- 
tional Guidance,  The  School  Review,  March, 
pp.  207-214.  Chicago,  University  of  Chicago 
Press,  1916. 

Mitchell,  David,  and  Ruger,  G.  J. — Psychological 
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New  York  Bureau  of  Educational  Experi- 
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National  Research  Council — Army  Mental  Tests. 
Washington,  November  22,  1918. 

Rike,  F.  H. — The  Need  and  Value  of  Physical 
Examination  of  Employees,  Vol.  65,  pp.  223- 
228,  May,  1916,  Annals  of  the  American  Acad- 
emy of  Political  and  Social  Science.  West 
Philadelphia,  36th  Street  and  Woodland 
Avenue,  1916. 

Rossy,  C.  S. — Mental  Examination  of  Employees, 
Industrial  Management,  December,  1917.  New 
York.  Engineering  Magazine  Co.,  6  East  39th 
Street. 

Schereschewsky,  J.  W. — Physical  Eaxmination  of 
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Scott,  W.  D. — Selection  of  Employees  by  means 
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Fourth  Avenue. 

Scott,  W.  D. — Vocational  Selection  at  Carnegie 
Institute,  Proceedings  of  the  Employment 
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114-119.  Washington,  Government  Printing 
Office,  1917. 


34 


V.    THE  ANALYSIS  OF  THE  WORKER 
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Terman,  L.  M. — The  Measurement  of  Intelli- 
gence.   Boston,  Houghton,  Mifflin  Co.,  1918. 

Terman,  L.  M. — The  Stanford  Pension  and  Ex- 
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71,  pp.  -417-136,  May,  1917,  Annals  of  the 
American  Academy  of  Political  and  Social 
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Whipple,  G.  M.,  The  Use  of  Mental  Tests  in  Voca- 
tional Guidance,  Vol.  65,  pp.  193-204,  May,  1916. 
Annals  of  the  American  Academy  of  Political 
and  Social  Science.  West  Philadelphia.  36th 
Street  and  Woodland  Avenue. 

C.  Trade  Measurements.  The  determination  of  kind  and 
degree  of  trade  knowledge  and  skill  is  important  in 
fixing  wages  and  assignments, 

Avery,  C.  P.,  The  Value  of  the  Application  Form, 
Vol.  65,  pp.  219-222,  May,  1916.  Annals  of 
the  American  Academy  of  Political  and  Social 
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Woodland  Avenue. 

Cody,  Sherwin,  Commercial  Tests  and  How  to 
Use  Them.  Yonkers,  N.  Y.,  World  Book  Co., 
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Ruml,  Beardsley — The  Extension  of  Selective 
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nals of  the  American  Academy  of  Political  and 
Social  Science.  West  Philadelphia,  36th  Street 
and  Woodland  Avenue,  1919. 

VI.    Job  Analysis  and  Personnel  Specifications. 

The  character,  requirements  and  processes  of  posi- 
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tions  and  their  relations  to  the  complete  production 
process  must  be  determined  in  order  to  prepare  detail 
specifications  of  the  qualifications  to  be  sought  in 
employees.  Job  analysis  reveals  inefficiencies  in  the 
division  of  tasks,  and  so  improves  industrial  organ- 
ization. A  standard  terminology  and  a  comprehen- 
sive definition  and  classification  of  occupations  is 
preliminary  to  the  exact  formulation  of  personnel 
requirements. 

Allen,  E.  G. — Adopting  Standards  to  Meet  Trade 
Requirements,  Vol.  65,  pp.  295-306,  May,  1916. 
Annals  of  the  American  Academy  of  Political 
and  Social  Science.    West  Philadelphia,  36th 
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Gilbreth,   F.   B. — Applied   Motion   Study.  New 

'  York,  Sturgis  &  Walton,  1917. 
Jones,  E.  D. — Administration  of  Industrial  Enter- 
prises,  pp.   221-224.    New   York,  Longmans, 
Green  &  Co.,  1917. 
Moxey,  E.  P. — Principles  of  Factory  Cost  Keep- 
ing.   New  York,  Ronald  Press,  1913. 
Reilly,  P.  J. — Job  Analysis,  Proceedings  Confer- 
ence Employment  Managers'  Association.  Bos- 
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letin 202,  pp.  26-27.    Washington,  Government 
Printing  Office,  1916. 
Russell    Sage    Foundation — Cleveland  Education 
Survey  Report  (various  authors)  : 

Boys  and  Girls  in  Commercial  Work,  Stevens 
Department  Store  Occupations,  O'Leary 
Dressmaking  and  Millinery,  Byrnes 
Railroad  and  Street  Transportation,  Fleming 
Building  Trades,  Byrnes 
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Printing  Trades,  Shaw 

Wage  Earning  and  Education  (Summary), 

Lutz 

Swan,  J.  J. — Trade  Specifications  and  Occupational 
Index,  War  Department  Document  No.  774. 
Office  of  The  Adjutant  General,  Washington, 
1918. 

Taylor,  F.  W. — Shop  Management,  pp.  123-126, 

New  York,  Harper  &  Brothers,  1911. 
Tead,  Ordway — Work  and  Pay,  Reprint.  Quar- 
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Occupations.  Washington  Government  Print- 
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Sect,  on    Metal  Working 
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Railroad  Transportation 

Shipbuilding 
Sect,  on    Water  Transportation 
Sect,  on    Boots  and  Shoes 

Harness  and  Saddlery 

Tanning 

Sect,  on    Medicinal  Manufacturing 
Sect,  on    Logging  Camps  and  Sawmills 
Sect,  on    Office  Employees 
Sect,  on    Mines  and  Mining 
Sect,  on    Cane  Sugar  Refining  and  Flour  Mill- 
ing 

Sect,  on  Textiles  and  Clothing 
U.  S.  Shipping  Board,  Emergency  Fleet  Corpora- 
tion— Special  Bulletin,  Descriptions  of  Ship- 
yard Occupations.  Philadelphia,  1918. 
Valentine,  R.  G. — Co-operating  in  Industrial  Re- 
search, The  Survey,  September  9,  1916.  New 
York,  Survey  Associates,  Inc.,  112  East  19th 
Street,  1916. 

VII.    Industrial  Training  and  Education. 

To  secure  competent  employees  and  provide  for 
their  advancement,  systems  of  training  and  educa- 
tion are  installed  and  supervised. 
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1916,  Annals  of  the  American  Academy  of 
Political  and  Social  Science.  West  Philadel- 
phia, 36th  Street  and  Woodland  Avenue,  1916. 

Deturk,  J.  A. — Surmounting  our  Shortage  of 
Skilled  Labor,  Industrial  Management,  No- 
vember, 1917,  pp.  257-262.  New  York,  Engi- 
neering Magazine  Co.,  6  East  39th  Street, 
1917. 

Industrial  Education — Annals  of  the  American 
Academy  of  Political  and  Social  Science,  Vol. 
33,  No.  1.  West  Philadelphia,  36th  Street  and 
Woodland  Avenue,  1909. 

Hoxie,  R.  F. — Scientific  Management  and  Labor, 
pp.  34-59.  New  York,  D.  Appleton  &  Co.,  1915. 

Kellor,  F.  A. — Americanization,  Vol.  65,  pp.  240- 
244,  May,  1916,  Annals  of  the  American 
Academy  of  Political  and  Social  Science.  West 
Philadelphia,  36th  Street  and  Woodland 
Avenue,  1916. 

Kelly,  R.  W.— Hiring  the  Worker,  pp.  100-122. 
New  York,  Engineering  Magazine  Co.,  6  East 
39th  Street,  1918. 

Leake,  A.  H. — Industrial  Education :  Its  Prob- 
lems, Methods  and  Dangers.  Boston  and  New 
York,  Houghton,  Mifflin  Co.,  1913. 
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Russell,  B.— Why  Men  Fight,  Chap.  V.  New 
York,  Century  Co.,  1916. 

Prosser,  C.  A. — The  New  Apprenticeship  as  a 
Factor  in  Reducing  Labor  Turnover,  Proceed- 
ings of  Employment  Managers'  Conference, 
Minneapolis,  1916,  U.  S.  Bureau  of  Labor  Sta- 
tistics, Bulletin  196,  pp.  45-52.  Washington, 
Government  Printing  Office,  1916. 

Smith,  W.  C. — Training  the  Immigrant  in  In- 
dustry, Proceedings  of  Employment  Managers' 
Conference,  Minneapolis,  1916,  U.  S.  Bureau 
of  Labor  Statistics,  Bulletin  196,  pp.  53-56. 
Washington,  Government  Printing  Office, 
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Talbot,  W. — Industrial  Education  Bibliography. 
A  select  bibliography  of  recent  publications 
on  the  helpful  relations  of  employers  and  em- 
ployed.   Cleveland,  Human  Engineering,  1912. 

VIII.    Following  Up  Employees  After  Assignment. 

The  well-being  of  the  employee  and  the  enlistment 
of  his  loyalty  require  that  the  management  keep  in 
touch  with  him.  (See  preceding  and  following 
sections.) 

Fitch,  John  A. — Making  a  Job  Worth  While,  Sur- 
vey, April  27,  1918.  New  York,  Survey  As- 
sociates, Inc.,  112  East  19th  Street,  1918. 

Ford  Motor  Co. — Helpful  hints  and  advice  to 
employees  to  help  them  grasp  the  opportuni- 
ties which  are  presented  to  them  by  the  Ford 
Profit-sharing  Plan.  Detroit,  Ford  Motor  Com- 
pany, 1915. 

General  Electric  Co. — Equipment  for  Factory 
Service  Department,  General  Service  Depart- 
ment, National  Lamp  Works  of  General  Elec- 
tric Co.    Cleveland,  Ohio,  1913. 

Pearson,  C.  L, — Introducing  the  New  Employee, 
Vol.  65,  pp.  229-231,  May,  1916,  Annals  of  the 
American  Academy  of  Political  and  Social 
Science.  West  Philadelphia,  36th  Street  and 
Woodland  Avenue,  1916. 
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Shaw,  A.  W. — Labor.  Chicago,  A.  W.  Shaw  Co., 
Madison  Street  and  Wabash  Avenue,  1915. 

U.  S.  Bureau  of  Labor  Statistics — Welfare  Work 
in  British  Munition  Factories,  U.  S.  Bureau  of 
Labor  Statistics,  Bulletin  222.  Washington, 
Government  Printing  Office,  1917. 

Williams,  Arthur — The  Instruction  of  New  Em- 
ployees in  the  Methods  of  Service,  Vol.  65, 
pp.  232-239,  May,  1916,  Annals  of  the  Amer- 
ican Academy  of  Political  and  Social  Science. 
West  Philadelphia,  36th  Street  and  Woodland 
Avenue,  1916. 

IX.    Promotion  and  Transfer. 

A  regular  system  of  promotion  and  the  willingness 
to  cause  transfers  in  the  interest  of  the  worker,  pro- 
mote ambition,  loyalty  and  industrial  stability  and 
provide  ror  putting  the  right  man  in  the  right  place. 

Banker,  J.  W. — Records  and  Reports  of  Work, 
Vol.  65,  pp.  252-272,  May,  1916,  Annals  of  the 
American  Academy  of  Political  and  Social 
Science.  West  Philadelphia,  36th  Street  and 
Woodland  Avenue,  1916. 

Firestone  Tire  and  Rubber  Company — Employ- 
ment Managers'  Department,  Industrial  Man- 
agement, March,  1917,  p.  180.  New  York, 
Engineering  Magazine  Co.,  6  East  39th  Street, 
1917. 

Gilbreth,  F.  B— The  Three  Position  Plan,  Vol. 
65,  pp.  289-296,  May,  1916,  Annals  of  the 
American  Academy  of  Political  and  Social 
Science.  WTest  Philadelphia,  36th  Street  and 
Woodland  Avenue,  1916. 

Hoxie,  R.  F. — Scientific  Management  and  Labor, 
pp.  92-95.  New  York,  D.  Appleton  &  Com- 
pany, 1915. 

Kier,  J.  S. — The  Reduction  of  Absences  and  Late- 
ness in  Industry,  Vol.  71,  pp.  140-155,  May, 
1917,  Annals  of  the  American  Academy  of 
Political  and  Social  Science.  West  Philadel- 
phia, 36th  Street  and  Woodland  Avenue,  1917. 
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Kelly,  R.  W.— Hiring  the  Worker,  pp.  120;  124- 
142;  176;  183.  New  York,  Engineering  Mag- 
azine Co.,  6  East  39th  Street,  1918. 

Reilly,  P.  J. — Planning  Promotion  for  Employees, 
Vol.  71,  pp.  136-140,  May,  1917,  Annals  of  the 
American  Academy  of  Political  and  Social 
Science.  West  Philadelphia,  36th  Street  and 
Woodland  Avenue,  1917. 

Tead,  Ordway — Importance  of  Being  'Foreman, 
Industrial  Management,  June,  1917.  New 
York,  Engineering  Magazine  Co.,  6  East  39th 
Street,  1917. 

Wages. 

Determination  of  payment  plans  and  the  adjust- 
ment of  wage  scales  is  a  critical  element  of  success 
in  securing  industrial  stability.  Policies  should  be 
plainly  stated  and  clearly  understood  by  both  workers 
and  management. 

A.  Payment  Plans :  Current  and  Advocated. 

Burritt,  A.  W.,  Dennison,  H.  S.,  and  Gay,  E.  F. — 
Profit  Sharing.  New  York,  Harper  &  Bros., 
1918. 

Bender,  Carl — Systems  of  Wages  and  their  influ- 
ence on  Efficiency,  Engineering  Magazine,  De- 
cember, 1908,  pp.  498-510.  New  York,  En- 
gineering Magazine  Co.,  6  East  39th  Street, 
1908. 

Emmett,  B. — Profit  Sharing  in  the  United  States, 
U.  S.  Bureau  of  Labor  Statistics,  Bulletin  208. 
Washington,  Government  Printing  Office, 
1917. 

Fitch,  John  A. — Stretching  the  Pay  Envelope, 
Survey,  January  12,  1918.  New  York,  Survey 
Associates,  Inc.,  112  East  19th  Street,  1918. 

Gantt,  H.  S. — Work,  Wages  and  Profits.  New 
York,  Engineering  Magazine  Co.,  6  East  39th 
Street,  1913. 

Hoxie,  R.  F. — Scientific  Management  and  Labor, 
pp.  61-87.  New  York,  D.  Appleton  &  Com- 
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Jones,  E.  D. — The  Administration  of  Industrial 
Enterprises.  New  York,  Longmans,  Green  & 
Co.,  1918. 

Kimball,  D.  S. — Principles  of  Industrial  Organiza- 
tion, Chapter  XI.  New  York,  McGraw-Hill 
Book  Company,  1913. 

Lee,  John  R.— The  So-called  Profit  Sharing  Sys- 
tem in  the  Ford  Plant,  Vol.  65,  pp.  297-310, 
May,  1916.  Annals  of  the  American  Academy 
of  Political  and  Social  Science,  West  Philadel- 
phia, 36th  Street  and  Woodland  Avenue,  1916. 

Paterson,  R.  G. — Wage  Payment  Legislation  in 
the  United  States.  U.  S.  Bureau  of  Labor 
Statistics,  Bulletin  229,  Washington,  Govern- 
ment Printing  Office,  1918. 

Talbot,  W. — Wage  Systems,  Bibliography,  A  Se- 
lect Bibliography  of  Recent  Publications  on 
the  Helpful  Relations  of  Employers  and  Em- 
ployed.   Cleveland,  Human  Engineering,  1912. 

Thompson,  C.  B. — Scientific  Management.  Cam- 
bridge, Mass.,  Harvard  University  Press,  1914. 

Valentine,  R.  G.,  and  Tead,  O. — Work  and  Pay. 
February,  1917,  Quarterly  Journal  of  Econom- 
ics. Cambridge,  Mass.,  Harvard  University 
Press,  1917. 

Webb,  Sidney. — Industrial  Democracy,  pp.  279- 
323.  New  York,  Longmans,  Green  &  Co., 
1914. 

Webb,  Sidney. — Works  Manager  Toflay.  New 
York,  Longmans,  Green  &  Co.,  1917. 

B.  Facts  necessary  to  a  reasoned  determination  of  wages 
should  be  listed  and  studied.  (See  also  Job  Analysis 
and  Personnel  Specifications,  Sec.  VI;  Statistics  He; 
Conditions  of  Labor  XI.)  Financial  Policies  of  the 
Management  must  be  considered  in  their  relation  to 
Personnel  Policies. 

Alford,  L.  P. — Evolutionary  Business  Principles 
(based  on  testimony  of  C.  E.  Knoeppel  and 
H.  S.  Gantt  before  U.  S.  Federal  Trade  Com- 
mission). Industrial  Engineering,  July,  1918. 
pp.  8-10.  New  York  Engineering  Magazine 
Co.,  6  East  39th  Street. 
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Chapin,  R.  C. — The  Standard  of  Living  Among 
Working  Men's  Families  in  New  York  City. 
New  York,  Charities  Publication  Committee, 
130  East  22d  Street,  1909. 

Cole,  W.  M. — Accounts,  Their  Construction  and 
Interpretation.  Boston  and  New  York,  Hough- 
ton, Mifflin  Co.,  1908. 

Federal  Trade  Commission. — Report  on  Profiteer- 
ing.   U.  S.  Official  Bulletin,  June  29,  1918. 

Hudson,  R.  M. — How  to  Determine  Cost  of  Liv- 
ing in  an  Industrial  Community.  Industrial 
Management,  Vol.  56,  pp.  185-192,  September, 
1918.  New  York,  Engineering  Magazine  Co., 
6  East  39th  Street,  1918. 

Jones,  E.  D. — Administration  of  Industrial  Enter- 
prises, Chapters  XIII  and  XIV.  New  York, 
Longmans,  Green  &  Co.,  1918. 

King,  W.  I. — The  Wealth  and  Income  of  the 
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February,  1917. 

Spectator  Company — Fire  Prevention  and  Pro- 
tection.   New  York,  Spectator  Co.,  1916. 

Talbot,  W. — Industrial  Hygiene  and  Sanitation 
Bibliography — A  Select  Bibliography  of  Re- 
cent Publications  on  the  Helpful  Relation  of 
Employers  and  Employed.  Cleveland,  Human 
Engineering  Co.,  1912. 
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Amar,  Jules — Organization  Physiologique  du  Tra- 
vail.   Paris,  H.  Dunod  and  E.  Pinat,  1917. 

Brisco,  N.  R. — Economics  of  Efficiency,  pp.  178- 
196.    New  York,  The  Macmillan  Co.,  1914. 

Florence,  P.  S. — Use  of  Factory  Statistics  in  the 
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ence, West  Philadelphia,  36th  Street  and 
Woodland  Avenue. 
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A.  Preventative  Agencies ;  Associations,  Shop  Com- 
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Ballantine,  H.  W. — Evolution  of  Legal  Remedies 
as  a  Substitute  for  Violence  and  Strikes.  Vol. 
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Labor  Policy.  Vol.  81,  pp.  73-79,  January, 
1919.  Annals  of  the  American  Academy  of 
Political  and  Social  Science,  West  Philadelphia, 
36th  Street  and  Woodland  Avenue,  1919. 

Report:  President's  Mediation  Commission  — 
Washington,  Government  Printing  Office,  1918. 

Stockett,  J.  N. — The  Arbitral  Determination  of 
Railway  Wages.  Boston  and  New  York, 
Houghton,  Mifflin  Co.,  1918. 

Tead,  Ordway — Railroad  Labor  Adjustment.  The 
Public,  January  11,  1918,  New  York.  . 

Various  Authors — Compulsory  Arbitration  or  In- 
vestigation Before  Strikes  or  Lockouts.  Vol 
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69,  January,  1917.  Annals  of  the  American 
Academy  of  Political  and  Social  Science,  West 
Philadelphia,  36th  Street  and  Woodland  Ave- 
nue, 1917. 

Various  Authors — Fixing  Hours  and  Wages  in 
the  Railroads  and  Other  Public  Utilities,  Vol. 
69,  January,  1917.  Annals  of  the  American 
Academy  of  Political  and  Social  Science,  West 
Philadelphia,  36th  Street  and  Woodland  Ave- 
nue, 1917. 

Various  Authors — Voluntary  Arbitration  and  Con- 
ciliation in  Private  Businesses.  Vol.  69,  Jan- 
uary, 1917.  Annals  of  the  American  Academy 
of  Political  and  Social  Science,  West  Phila- 
delphia, 36th  Street  and  Woodland  Avenue, 
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XIII.    Protection  of  Labor. 

A.  Labor  Laws : 

Clark,  L.  D. — The  Law  of  the  Employment  of 
Labor.    New  York,  The  Macmillan  Co.,  1913. 

Clark,  L.  D.,  and  Norton,  A.  P. — Decisions  of  the 
Courts  Affecting  Labor,  1917.  U.  S.  Bureau  of 
Labor  Statistics,  Bulletin  246.  Washington, 
Government  Printing  Office,  1918. 

Commons,  J.  R.,  and  Andrews,  J.  B. — Principles 
of  Labor  Legislation.  New  York,  Harper  & 
Bros.,  1916. 

Patterson,  R.  G. — Wage  Payment  Legislation  in 
the  United  States.  U.  S.  Bureau  of  Labor  Sta- 
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ment Printing  Office,  1918. 

Squier,  L.  W. — Old  Age  Dependency  in  the 
United  States.  New  York,  The  Macmillan 
Co.,  1912. 

U.  S.  Bureau  of  Labor  Statistics — Decisions  of  the 

Courts  Affecting  Labor,   1916,  Bulletin  224. 

Washington,  Government  Printing  Office,  1917. 
Van  Doren,  D.  H. — Workmen's  Compensation  and 

Insurance.    New  York,  Moffat,  Yard  &  Co., 

1918. 

B.  Financial  Protection  of  Labor.  The  scant  margin  of 
saving  usual  with  many  employees  makes  provision 
for  financial  protection  advisable. 
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1.  Insurance.  Insurance  for  death,  sickness,  acci- 
dent, old  age,  and  unemployment  is  in  force  or 
advocated  widely. 

Andrews,  John  B. — Health  Insurance,  12th  An- 
nual Meeting  of  the  National  Association  for 
Study  and  Prevention  of  Tuberculosis.  Wash- 
ington, 1916. 

Andrews,  J.  B. — Social  Insurance,  Vol.  69,  pp.  42- 
49,  January,  1917.  Annals  of  the  American 
Academy  of  Political  and  Social  Science,  West 
Philadelphia,  36th  Street  and  Woodland  Ave. 

Dawson,  W.  H. — Social  Insurance  in  Germany, 
1883-1911.  New  York,  C.  Scribner's  Sons, 
1912. 

Rubinow,  I.  M. — Social  Insurance.     New  York, 

H.  Holt  &  Co.,  1913. 
Seager,  H.  R. — Social  Insurance;  A  Program  of 

Social  Reform.     New  York,  The  Macmillan 

Co.,  1910. 

Warren,  B.  S.  and  Sydenstricker,  E. — Health  In- 
surance :  Its  Relations  to  the  Public  Health. 
U.  S.  Public  Health  Service  Bulletin  76, 
March,  1916.  Washington,  Government  Print- 
ing Office. 

2.  Compensation.  Compulsory  compensation  for  ac- 
cident or  death  incurred  in  employment  is  in  force 
widely.    (See  also  XIII-A.) 

Boyd,  J.  H. — A  Treatise  on  the  Law  of  Compen- 
sation for  Injuries  to  Workmen  Under  Modern 
Industrial  Statutes.  Indianapolis,  Bobbs-Mer- 
rill  Co.,  1913. 

Talbot,  W. — Workmen's  Compensation;  Bibliog- 
raphy. A  Select  Bibliography  of  Recent  Lit- 
erature on  Helpful  Relations  of  Employer  and 
Employed.  Cleveland,  Human  Engineering, 
1912. 

U.  S.  Bureau  of  Labor  Statistics — Workmen's 
Compensation  Laws  of  the  United  States  and 
Foreign  Countries,  63d  Congress,  2d  Session, 
Senate  Doc.  336,  1914.  Washington,  Gov- 
ernment Printing  Office,  1914. 
Same  for  1917,  U.  S.  Bureau  of  Labor  Statis- 
tics, Bulletin  203,  1917. 
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Same  for  1917  and  1918,  U.  S.  Bureau  of  Labor 
Statistics,  Bulletin  241.    Washington,  Govern- 
ment Printing  Office,  1918. 
3.  Employees'  Benefit  Associations. 

Chandler,  W.  L. — The  Employees'  Benefit  Asso- 
ciation, Industrial  Management,  July,  1918. 
New  York,  Engineering  Magazine  Co.,  6  East 
39th  Street. 

Chandler,  W.  L. — Employees'  Benefit  Associa- 
tions, Survey  Conclusions,  Proceedings  of  the 
Employment  Managers'  Conference,  Philadel- 
phia, 1917,  U.  S.  Bureau  of  Labor  Statistics. 
Bulletin  227,  pp.  158-167.  Washington,  Gov- 
ernment Printing  Office,  1917. 

William  Filene's  Sons  Co. — A  Thumbnail  Sketch 
of  the  Filene  Co-operation  Association.  Bos- 
ton, Wm.  Filene's  Sons  Co.,  1915. 

XIV.    Community  Conditions. 

Interest  and  activity  on  the  part  of  managers  and 
employees  in  improvement  of  community  conditions. 

Richmond,  M.  E. — Social  Diagnosis.  New  York. 
Russell  Sage  Foundation,  130  East  22d  Street, 
1917. 

U.  S.  Bureau  of  Labor  Statistics — Welfare  Work 
in  British  Munition  Factories,  Bulletin  222. 
Washington,  Government  Printing  Office, 
1917. 

A.  Housing.   Good  housing  conditions  improve  efficiency 
and  promote  stability. 

American  Architect — Housing  (Special  Number). 
New  York,  The  American  Architect,  Mav, 
1918. 

Annals  of  the  American  Academy  of  Political  and 
Social  Science — Housing  and  Town  Planning, 
Special  Number,  January,  1914.  West  Phila- 
delphia, 36th  Street  and  Woodland  Avenue, 
1914. 

Gilson,  M.  B.— The  Relation  of  Home  Condi- 
tions to  Industrial  Efficiency,  Vol.  65,  pp.  277- 
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289,  May,  1916,  Annals  of  the  American  Acad- 
emy of  Political  and  Social  Science.  West 
Philadelphia,  36th  Street  and  '  Woodland 
Avenue,  1916. 

Hutton,  J.  S. — Welfare  and  Housing.  New  York, 
Longmans,  Green  &  Co.,  1918. 

Ihlder,  John — Better  Living  Conditions  for  Em- 
ployees and  their  Relation  to  Stability  in 
Employment,  Vol.  69,  pp.  58-65,  January,  1917, 
Annals  of  the  American  Academy  of  Political 
and  Social  Science.  West  Philadelphia,  36th 
Street  and  Woodland  Avenue,  1917. 

Ihlder,  John — Housing  and  Transportation  Prob- 
lems in  Relation  to  Labor  Placement.  Vol.  81, 
pp.  51-55,  January,  1919.  Annals  of  the  Amer- 
ican Academy  of  Political  and  Social  Science. 
West  Philadelphia,  36th  Street  and  Woodland 
Avenue. 

National  Housing  Association — Housing  Prob- 
lems in  America,  Vols.  V  and  VI.  New  York, 
105  East  22d  Street,  1912-1916. 

National  Housing  Association  Publications — Pam- 
phlets, many  of  which  are  on  Industrial  Hous- 
ing.   New  York,  105  East  22d  Street. 

B.  Education.    Education  should  be  adapted  to  meet  the 
needs  of  the  employees. 

Bourne,  R.  S. — The  Gary  School.  Boston  and 
New  York,  Houghton,  Mifflin  Co,,  1916. 

Dean,  A.  D. — The  Worker  and  the  State.  New 
York,  The  Century  Co.,  1910. 

Dewey,  E.,  and  J. — Schools  of  Tomorrow.  New 
York,  E.  P.  Dutton  Co.,  1915. 

Dewey,  John — Democracy  and  Education.  New 
York,  The  Macmillan  Co.,  1916. 

Flexner,  A.,  and  Backman,  F.  P. — The  Gary 
Schools;  A  General  Account.  New  York, 
General  Education  Board,  61  Broadway,  1918. 

Industrial  Education — Vol.  33,  No.  1,  Annals  of 
the  American  Academy  uf  Political  and  Social 
Science.  West  Philadelphia,  36th  Street  and 
Woodland  Avenue,  1909. 
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Industrial  Education — 25th  Annual  Report  Com- 
missioner of  Labor,  61st  Congress,  3d  Ses- 
sion, Doc.  1505.  Washington,  Government 
Printing  Office,  1911. 

Park,  Clyde  W. — The  Co-operative  System  of 
Education:  an  account  of  co-operative  edu- 
cation as  developed  in  the  College  of  Engi- 
neering, University  of  Cincinnati,  bibliography, 
U.  S.  Bureau  of  Education,  Bulletin  No.  37, 
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Office. 

Schneider,  H. — Education  for  Industrial  Workers; 
a  constructive  study  applied  to  New  York 
City,  School  Efficiency  Series.  Yonkers,  N.  Y., 
World  Book  Co.,  1915. 

Workers'  Educational  Association — Education 
Year  Book,  1918.  London,  Workers'  Educa- 
tional Association,  16  Harpur  Street,  Holburn, 
W.  C. 

C.  Community  Centers.   Provision  for  entertainment  and 
social  contact  for  the  industrial  community  is  needed. 

Perry,  Clarence  A. — The  extension  of  Public  Edu- 
cation; A  Study  in  the  Wider  Use  of  School 
Buildings.  Washington,  Government  Printing 
Office,  1915. 

Perry,  Clarence  A. — Community  Center  Activities 
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Wilson,  Woodrow — The  Social  Center  as  a  Means 
of  Common  Understanding.  Bulletin  306, 
Madison,  Wis.,  University  of  Wisconsin,  1911. 

D.  Co-Operative  Societies. 

Co-operative  Credit — Russell  Sage  Foundation, 
Bulletin  No.  5,  New  York,  130  East  22d  Street, 
1914. 

Fay,  C.  R. — Co-operation  at  Home  and  Abroad. 

New  York,  The  Macmillan  Co.,  1908. 
Harris,  E.  P. — Co-operation:  The  Hope  of  the 

Consumer.     New  York,  The  Macmillan  Co.. 

1918. 
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Holyoke,  George  J. — Self-Help  by  the  People. 
The  History  of  the  Roachdale  Pioneers.  10th 
edition.  New  York,  Charles  Scribner's  Sons 
Co.,  1900. 

Johns  Hopkins  University  Press — History  of  Co- 
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thors. Baltimore,  Johns  Hopkins  University, 
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